


7 DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER 11 SCHEDULE 1 

RECORDS RETENTION AND DISPOSAL SCHEDULE IIpAGE , , 11 
DEPARTMENT OF HEALTH & MENTAL HYGIENE (DHMH) 

OFFICE OF ELIGIBILITY SERVICES (OES) 
(This schedule supersedes schedules 934 and 2427) 

Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions 

ELIGIBILITY SERVICES - EXECUTIVE DIRECTOR'S 
OFFICE 

1.1 Medical Assistance Emergency Medical Services 
(EMS) Records for Illegal and Ineligible Aliens 

1 .I A. Active Case Records: Electronic record. 
Retroactive requests for approval of EMS for chronic 
care and electronic copies of approvalldenial letters 
sent to local Department of Social Services (LDSS) 
where individual's case record is maintained. 

1.1 B. Inactive Case Records: Electronic record. 
Retroactive requests for EMS and electronic copies 
of approvalldenial letters sent to LDSS where 
individual's case record is maintained. 

DIVISION OF ELIGIBILITY WAIVER SERVICES 
(DEWS) 

2.1 Home and Community Based Waiver Program 
Client Records: include: applications for program 
enrollment, form letters/correspondence, requested 
verifications, e.g., birth certificates, social security 
cards, insurance policies, bank statements, 
database and eligibility filelsystem print-outs. 

2.2 Primary Adult Care (PAC) Program Client 
Records: include: applications for program 
enrollment, form letters/correspondence, requested 
verifications, e.g., birth certificates, social security 
cards, insurance policies, bank statements, 
database and eligibility filelsystem print-outs. 

I 

APPROVED BY: (DHMH Official) AUTHORIZED 6) 

1.1A. Retain in office until case is closed or 
becomes inactive. Retain in emergency 
services electronic case management 
database for six (6) years from date 
closed, then destroy. 

1.1 B. Retain in emergency services electronic 
case management database for six (6) 
years, then destroy. 

2.1. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save electronic 
version and back-up copy for six (6) years 
from closed date, then destroy. 

2.2. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save electronic 
version and back-up copy for six (6) years 
from closed date, then destroy. 
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2.3 Family Planning (FP) Program Client Records: 
include: applications for program enrollment, form 
letterslcorrespondence, requested verifications, e.g., 
birth certificates, social security cards, insurance 
policies, bank statements, database, and eligibility 
filelsystem print-outs. 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 
OFFICE OF ELIGIBILITY SERVICES 

2.4 Women's Breast and Cervical Cancer Health 
(WBCCHP) Program Client Records: include: 
applications for program enrollment, form 
letterslcorrespondence, requested verifications, e.g., 
birth certificates, social security cards, insurance 
policies, bank statements, database and eligibility 
filelsystem print-outs. 

2.5 Employed Individuals with Disabilities (EID) 
Program Client Records: include: applications for 
program enrollment, form letterslcorrespondence, 
requested verifications, e.g., birth certificates, social 
security cards, insurance policies, bank statements, 
database and eligibility filelsystem print-outs. 

2.3. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save 
electronic version and back-up copy for 
six (6) years from closed date, then 
destroy. 

2.4. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one (1) year then destroy. Save 
electronic version and back-up copy for 
six (6) years from closed date, then 
destroy. 

2.5. Scan paper records to Maryland State 
Archives standards. Retain hardcopy for 
one ( I )  year then destroy. Save 
electronic version and back-up copy for 
six (6) years from closed date, then 
destroy. 
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